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Damage Assessment Process 

Governor’s Request for 
Federal Assistance 

Declaration 

Applicant Briefing 

Kickoff Meeting 

Submission of Costs 

Pre-Declaration Process Post-Declaration Process 



Applicant Briefing 

Explain the reimbursement process 
 

Submission of Request for Public Assistance (RPA) 
Application 
 

Primary point of contact 
 

Application Deadline 
 Date 



Kickoff Meeting 

 All appropriate department heads  
 should be present 

 

 Discuss damages & estimated costs 
 

 Applicant provides a list of ALL 
 damages within 60 days of the kickoff meeting 

 

 Project grouping techniques 
 

 Review potential issues, such as insurance, environmental 
protection, historic preservation, and hazard mitigation 
opportunities that may affect the type and amount of assistance 
available 
 

 Review documentation needed 



Documentation 

Documentation is the process of 
establishing and maintaining accurate 
records of events and expenditures 
related to disaster recovery work. 
 

Good record keeping facilitates the validation, approval, 
and funding processes for all projects, as well as any 
potential State and Federal audits. 
 



 
 

Who 
What 
When 
Where 
Why 

How much 

Documentation should describe…. 



Project Worksheet (PW) 
FEMA Form 90-91 

PROJECT WORKSHEET NUMBER 

PROJECT LOCATION 

DESCRIPTION OF DAMAGE / CAUSE OF DAMAGE 

SPECIAL CONSIDERATIONS 

SCOPE OF WORK 

COST ESTIMATE 





PW Documentation 

Records for eligible costs incurred should be 
included in summary format, and may include: labor, 
material used, equipment, contract services. 
 

Source documentation, such as copies of time 
sheets, payroll records, bid and contract documents, 
debris load tickets, invoices as well as proof of 
payment will be verified and should be available for 
final closeouts, audits or other required follow-up 
action. 

 



Load tickets and tower logs provide essential information on: 
 

 Locations of debris removal 

 Type of debris removal 

 Debris quantities (volume or 

 weight, determined at 

 inspection site) 

 Identification of debris hauling truck/trailer and contractor 

 Location of permitted final debris disposal site 

 Documentation of labor, equipment, and material charges 
including hours of service, and associated charges for time and 
material contracts. 

 

 

Documenting Debris Costs 



LOAD TICKETS provide the most comprehensive information 
and a paper trail for FEMA PA Program reimbursement. 

 

To support the Load Tickets, debris monitors should use: 
 

 Tower and field monitoring logs 

 Monitor reports 

 Daily issue logs 

 Truck certification forms 

 

 

Documenting Eligible Debris Work and Costs 
for Public Assistance Funding 

FEMA 325 Debris Management Guide 



Documenting Debris Force Account Costs 

 Payroll records of full-time and 

 temporary employees who 

 worked on the debris removal  

 operations 
 

 Records of applicant-owned equipment 
 

 Invoices of rental equipment 
 

 Location of the debris removal 
 

 Documentation from permitted final disposal locations : 
Invoices of disposal tipping fees 
Quantities of debris disposal 



Debris Management Guide, FEMA 325 
 

Elements of a Project Worksheet 

 FEMA Disaster Assistance Fact Sheet, 9580.5 
 

FEMA website, 9500 series (FEMA policies)  

 http://www.fema.gov/9500-series-policy-publications 
 

FEMA Summary Forms (Workbook) 

 www.mass.gov/mema, Disaster Recovery & Mitigation, 
Public Assistance 
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